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COUNTY OF SAN DIEGO 
Great Government Through the General Management System – Quality, Timeliness, Value  
DEPARTMENT OF HUMAN RESOURCES 
 
CLASS SPECIFICATION CLASSIFIED 
 

AUDITOR AND CONTROLLER MANAGER Class No. 002504 
 
 
n CLASSIFICATION PURPOSE 
 
To supervise and coordinate the work of a large and diverse accounting or auditing division requiring extensive contact with external 
decision makers; and to perform related work as required. 
 
 
n DISTINGUISHING CHARACTERISTICS 
 
Under general direction, positions in this classification are responsible for the administration of a large and diverse accounting 
and/or auditing division within the department of the Auditor and Controller.  This class is distinguished from the next higher-level, 
Senior Auditor and Controller Manager, in that the latter is an unclassified management class responsible for formulating policy and 
operational procedures and managing the operation of large accounting programs such as payroll, revenue and budget, general 
accounting, or accounts payable and receivable or for monitoring and controlling expenditures within special programs, special 
districts, or within county departments. 
 
n FUNCTIONS 
 
Essential Functions: 
 
1. Plans, organizes and directs the maintenance of large and complex cost and control systems by electronically processing 

financial transactions in accordance with generally accepted accounting principles.  
 
2. Oversees audits of multiple, large, and/or complex accounts and procedures.  
 
3. Supervises the preparation of various financial reports, statements, and reconciliations. 
 
4. Directs the preparation of journal vouchers, cash transfers and related transactions. 
 
5. Prepares financial procedural reports.  
 
6. Develops operational office methods and procedures. 
 
7. Trains subordinate staff.  
 
8. Obtains oral and written legal opinions. 
 
9. Confers with county department heads or decision makers from state and local agencies. 
 
10. Provides courteous, high quality service to members of the public by personally responding to requests for service or 

making appropriate referral. 
 
 
n KNOWLEDGE, SKILLS AND ABILITIES 
 
Knowledge of: 

 
– Principles and methods of auditing personal and business properties. 
– Principles and practices of training, evaluating, and supervising subordinates. 
– Accounting and auditing principles, theories, and procedures applicable to the control of various accounting systems. 
– Cost accounting procedures and systems. 
– Laws and rules regulating and influencing fiscal operations. 
– Techniques used in statistical sampling and flow -charting. 
– Federal and/or state grant provisions. 
– Uses and limitations of electronic data processing. 
– General Management System in principle and in practice. 
– Telephone, office, and online etiquette.  
– County customer service objectives and strategies. 
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Skills and Abilities to: 
 
– Interpret and apply legal administrative concepts of accounting and/or auditing functions. 
– Initiate, plan, organize, and direct a varied and complex fiscal program. 
– Audit complex tasks. 
– Accurately analyze situations or data, audit reports and memos and adopt an effective course of action. 
– Establish and maintain effective working relationships with those contacted during the course of work. 
– Prepare comprehensive, clear, and concise accounting, auditing, and statistical reports. 
– Communicate effectively orally and in writing. 
– Communicate effectively with a variety of individuals representing diverse cultures and backgrounds and function calmly           

in adverse situations, which require a high degree of sensitivity, tact and diplomacy. 
– Treat County employees, representatives of outside agencies and members of the public with courtesy and respect. 
– Provide prompt, efficient and responsive service. 
– Exercise appropriate judgment in answering questions and releasing information; analyze and project consequences of 

decisions and/or recommendations. 
 
 
n EDUCATION/EXPERIENCE 
 
Education, training, and/or experience that demonstrate possession of the knowledge, skills and abilities listed above.  An example 
of qualifying education/experience is: a bachelor's degree from an accredited college or university with a major in accounting or 
closely related field, AND six (6) years of professional accounting experience.  This experience must have included the 
administration of a large, diverse accounting and/or auditing division, the supervision of a large professional accounting staff, or the 
responsibility for planning, organizing, and directing a complex fiscal program using automated accounting systems. 
 
Note:  Additional years of professional experience as described above may substitute for the education requirement on a year-for-
year basis, OR a master's degree in accounting or a related field from an accredited college or university may substitute for up to 
one year of the experience requirement. 
 
 
n ESSENTIAL PHYSICAL CHARACTERISTICS  
 
The physical characteristics described here are representative of those that must be met by an employee to successfully 
perform the essential functions of the classification(s).  Reasonable accommodation may be made to enable an individual 
with qualified disabilities to perform the essential functions of a job, on a case-by-case basis. 
 
Continuous upward and downward flexion of the neck.  Frequent: sitting, repetitive use of hands to operate computers, printers and 
copiers.  Occasional: walking, standing, bending and twisting of neck, bending and twisting of waist, squatting, simple grasping, 
reaching above and below shoulder level, and lifting and carrying files weighing up to 10 pounds. 
 
 
n SPECIAL NOTES, LICENSES, OR REQUIREMENTS 
 
License 
 
A valid California class C driver’s license, which must be maintained throughout employment in this class, is required at time of 
appointment, or the ability to arrange necessary and timely transportation for field travel.  Employees in this class may be required to 
use their own vehicle. 
 
Certification/Registration 
 
None required. 
 
Working Conditions  
 
Office environment; exposure to computer screens.   
 
Background Investigation  
 
Must have a reputation for honesty and trustworthiness.  Misdemeanor and/or felony  convictions may be disqualifying depending on 
type, number, severity, and recency.  Prior to appointment, candidates will be subject to a background investigation. 
 
Probationary Period 
 
Incumbents appointed to permanent positions in this class shall serve a probationary period of 12 months (Civil Service Rule 4.2.5). 
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